City of Fresno E27

ASSISTANT TRAINING OFFICER

Class Definition

Under supervison, asssts in the design and implementation of employee development and technica training
programs.

Distinguishing Characteristics

Assgant Training Officer isthe journey level dassin the Training Officer series. Assigned to the Department of
Public Utilities, the incumbent performs training needs assessment, classroom and job Ste training, organization
development interventions, meeting facilitation, and andyticd assgnments in communicetion, organization
development, andtraining needs. Thisdassisdigtinguished from Training Officer in that theincumbent of thelatter
is the section heed for the training function.

Typical Tasks

(Thisligt is neither inclusve nor exclusve. Consequently, thisinformation may not reflect Essentid Functionsfor
this class)

Determines training needs of department units by gathering and analyzing data; identifies learning objectivesand
priorities.

Researches and sdlects gppropriate methods and materid to achieve identified learning objectives, arrangesinto
effective units; prepares detailed outlines of presentation.

Leads participants with lectures, heuristic exercises, and audio/visud aids to achieve predetermined learning
objectives.

Presents structured lessons including lecture, demondtration, video, discussion and skills practice to achieve
mandated participant proficiency in Standard First Aid and Adult CPR.

Maintains a department-wide schedule of Standard First Aid and Adult CPR training; coordinates materias and
ingructors, maintains liaison with the certifying agency.

Maintains records of training and certification for dl department employees.
Evauates effectiveness of learning activitiesin meeting organization gods.

Observes and documents departmental and divisona activities relating to team building, empowerment, and
organizationd culture.
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Observes and participates in meetings to determine group effectiveness in solving problems and deding with
issues, makes recommendations to achieve identified goa's and objectives.

Facilitates group meetings to address department godss, prepares working agendas and maintains schedules,
summarizes ideas and clarifies consensus.

Performs related duties as required.

Knowledge, Abilities, and Skills

Knowledge of training principles, methodology, and adult learning theories.

Knowledge of research techniques and the availability of training resources and informetion.
Ability to operate and demongtrate the use of audio-visua equipment for training purposes.
Ability to desgn and implement training programs.

Ability to communicate effectively, both oraly and in writing.

Ability to establish and maintain effective working relationships.

Ability to use avariety of computer busness software gpplications.

Minimum Qualifications

Graduation from an accredited college or university with mgor course work in human resources, organizationa
behavior, business adminigtration, public adminigtration, or related field; and one year of training or ingtructiond
experience. Additiona quaifying experience may be subgtituted for the required educetion on a year-for-year
basis.

Soecial Requirement

Possession of avaid Cdifornia Driver's License may be required at time of gppointment.
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